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The  High  Cost  of  Procrastination 


"Do  it  now"  is  a  popular  motto,  almost  as  widely  displayed  in  offices  as  IBM's 
classic  slogan,  "Think."  Let's  put  the  two  together  and  think  about  reasons  why 
it's  important  to  "do  it  now." 


How  many  long-distance  calls  and  telegrams  are  necessary  because  letters 
went  unanswered?  How  many  jobs  are  done  in  a  rush — with  resulting  errors — 
because  they  were  put  off  until  the  last  minute?  How  much  work  screeches  to 
a  halt  because  needed  supplies  were  not  ordered  in  time?  How  many  things 
are  done  over  because  people  delayed  asking  guestions  until  the  person  to 
ask  was  unavailable?  How  many  callbacks  are  made  due  to  slow  delivery  of 
messages?  How  many  important  things  are  overlooked  because  someone  put 
off  following  through? 


Dispatch  is  essential.  Successful  office  women  have  learned  this — often  the  hard 
way.  An  emergency  may  arise  that  pushes  all  else  aside.  For  example,  an 
accounting  clerk  postponed  making  a  report  until  the  week  of  the  deadline.  An 
unexpected  project  came  up,  and  she  had  to  work  overtime  to  finish  the  report. 
Putting  off  ordering  supplies  can  cause  delay  and  expense,  too.  A  steno  pool 
received  a  50-page  report  that  had  to  be  duplicated  and  mailed  to  branch 
offices  the  next  day.  The  supervisor  discovered  that  they  were  almost  out  of 
stencils.  A  messenger  had  to  dash  out  to  buy  stencils — at  a  higher  price  than 
their  usual  guantity  rate;  several  typists,  the  duplicating-machine  operator, 
and  a  shipping  clerk  had  to  work  overtime. 


In  another  case,  a  clerk  shoved  aside  a  big  tabulating  job.  When  she  finally 
did  the  work,  she  took  it  to  the  department  head's  office  for  his  okay — only  to 
learn  that  he  was  out  of  town  that  week.  The  tabulation  sat  on  his  desk,  and 
the  work  of  another  department  was  held  up,  until  he  returnedr 


One  secretary  will  never  forget  the  time  that  putting  off  a  phone  call  cost 
her  boss  $36.  She  was  handling  reservations  for  a  business  luncheon,  but  she 
didn't  let  the  restaurant  know  until  the  day  of  the  meeting  that  nine  people 
had  canceled  their  reservations.  The  restaurant  manager  told  her,  "I'm  sorry, 
but  unless  you  cancel  reservations  a  week  ahead  of  time,  we  must  charge  you 
for  the  original  number  ordered." 


Besides  causing  trouble  and  expense  for  an  organization,  the  manana  habit 
hurts  the  procrastinator.  One  woman  postponed  submitting  a  suggestion.  When 
she  presented  it,  her  supervisor  said  that  someone  had  made  the  same  suggestion 
the  previous  week  and  had  received  a  substantial  check  for  it.  And  many  a 
woman  has  dragged  herself  to  the  office  when  she  was  ill,  because  she  had 
put  off  a  job  that  had  to  be  done  that  day. 


"Do  it  now"  is  a  splendid  motto  to  adopt — do  it  now! 


*(or  thereabouts!) 
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is  so  fatiguing  as  the 
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Are  Your  Relations  Human? 

Readers  have  given  a  lot  of  thought  to  devising  a 
workable  formula  for  getting  along  with  people,  ac¬ 
cording  to  entries  in  the  second  Bulletin  contest, 
"What  is  your  human  relations  philosophy?” 

The  winning  letter  was  written  by  Mrs.  Lee  Brick, 
secretary  to  Mr.  John  Burkhart,  director  of  public 
relations.  National  Council  of  the  Young  Men's 
Christian  Association  of  the  United  States  of  America, 
New  York,  New  York.  Mrs.  Brick  emphasized  a  basic 
womanly  trait — warmth.  We  are  sending  her  the 
prize,  a  copy  of  The  Art  of  Working  with  People.  The 
honorable  mention  letters  also  published  here  provide 
other  interesting  slants  on  good  human  relations. 

How  to  Generate  Warmth 

Yes,  I  do  have  what  I  consider  a  workable  formula 
for  solving  problems  in  dealing  with  people.  My 
philosophy  on  human  relations  is  "warmth.” 

The  people  I  deal  with  in  my  job  are  no  different 
from  my  family,  neighbors,  and  friends.  They  are 
sensitive,  they  have  individual  needs  and  aims  (with 
accompanying  frustrations),  as  do  most  of  the  people 
I  know. 


Work  on  Yourself 

The  art  of  getting  along  with  people  is  a  delicate 
and  time-consuming  one.  Since  each  one  of  us  is  dis¬ 
tinctly  different  in  character,  this  presents  a  huge 
human  relations  problem. 

I  have  worked  with  all  kinds  of  people,  and  I  find 
one  thing  always  holds  true.  If  you  treat  everyone 
you  work  with  the  same — that  is,  being  courteous, 
cheerful,  and  polite — things  are  bound  to  work  out 
for  the  best.  Every  office  has  its  problems,  and  some 
people  will  say  that  it  is  not  always  possible  to  be 
courteous,  cheerful,  and  polite.  Of  course,  no  one  is 
perfect;  we  are  all  human  and  very  likely  to  make 
mistakes. 


Anything  you  can  do  to  be  well  liked  by  everyone 
will  go  a  long  way  toward  making  a  success  of  your 
job.  One  of  the  first  things  on  the  list  when  a  person 
is  rated  for  increases  at  our  company  is  his  ability 
to  cooperate,  and  this  certainly  rates  a  "first-place” 
position.  You  have  to  spend  8  hours  a  day  on  the  job; 
if  you  can't  get  along,  you  might  as  well  stay  at  home. 


Each  of  us  has  bad  habits,  but  it  is  our  job  to  better 
ourselves  and  get  rid  of  them.  Every  effort  we  can 
make  toward  this  end  is  worthwhile. 


As  business,  life  itself,  and  even  nations  become 
more  and  more  competitive,  the  need  for  genuine 
warmth  among  people  becomes  more  pronounced. 
And,  I  might  add,  the  warmth  is  more  and  more 
appreciated. 

How  is  this  warmth  to  be  generated  in  office  life? 
First  of  all,  I  consider  the  voice  to  be  more  than  just 
an  instrument  of  transmission.  It  can  be  the  means 
of  communication  in  its  more  complete  sense.  The 
voice  can  communicate  sincere  regret  that  your  boss 
is  unavailable,  or  true  pleasure  that  someone  can 
attend  a  meeting  that  is  important  to  him.  Eyes,  too, 
expose  either  a  mechanical  approach  to  life  and 
people,  or  a  warm  and  vital  one.  Smiles  can  be 
wooden — or  human  and  kind. 

Times  and  atmospheres  are  changing,  and  patterns 
of  behavior  should  be  altered  to  suit.  Once,  extreme 
formality  was  the  order  of  the  day.  Contemporary  life 
allows  for  more  informality;  indeed,  it  demands  this. 
It  is  not  necessary  to  sacrifice  good  taste  and  man¬ 
ners  to  do  this.  It  is  possible  to  be  warm  and  friendly 
as  well  as  perfectly  polite.  I  will  go  further  and  say 
that  extreme  formality,  with  its  implication  of  being 
dispassionate,  borders  on  indifference  and  rudeness. 

— Lee  Brick 


Though  this  philosophy  is  not  always  applied,  it 
makes  you  feel  good  to  try  to  practice  it.  Just  think 
of  how  you  would  like  to  work  with  someone  like 
this,  and  then  work  on  yourself. 

— Karen  Schroeder 

Charles  Bruning  Company,  Inc. 
Mount  Prospect,  Ill. 


Everyone  Craves  Acceptance 


Many  people  think  of  human  relations  as  a  science 
that  they  don't  have  time  lo  learn.  Actually,  it  depends 
upon  how  well  you  make  the  Golden  Rule  work. 


When  I  meet  someone  new,  I  tell  myself  that  this 
person  is  afraid  of  me  and  wants  to  make  a  good 
impression  on  me.  (Often,  it  is  the  other  way  around.) 
With  this  simple  rule,  you  will  be  so  concerned  with 
making  the  other  person  feel  at  home  that  you'll  forget 
about  yourself.  When  you  are  really  interested  in  the 
other  person,  he  knows  it,  and  you  both  feel  com¬ 
fortable,  no  matter  who  he  is.  Everyone  craves  ac¬ 
ceptance  by  his  fellow  men,  from  the  highest  man 
on  the  totem  pole  down. 


If  you  don't  believe  in  this  little  rule,  pretend  that 
you  do,  and  soon  you'll  feel  more  at  ease  with  the 


i 


hanging  on  of  an  uncompleted  task. 


world.  When  you  are  satisfied  with  yourself,  you 
don't  try  to  "pick  the  world  apart." 

When  criticism,  warranted  or  not,  comes  your  way, 
take  it  with  a  smile.  This  is  hard,  but  your  attitude  is 
the  biggest  "salesman"  for  your  personality.  You'll 
acguire  a  better  reputation  if  you  don't  "fly  off  the 
handle"  at  every  cross  word  said  to  you. 

No  matter  what  your  job  is,  be  happy  doing  it.  Your 
outlook  is  catching.  If  you  are  happy,  people  will  like 
to  be  near  you.  It  is  the  old  grouch  who  sits  by  himself. 
Have  a  smile  for  everyone,  not  just  a  selected  few.  It 
never  hurt  anyone  to  have  a  few  extra  friends. 

— Alice  C.  Brockman 
The  Ohio  Oil  Company 
Findlay,  Ohio 


"No  Importa"  vs.  "Es  Importante" 

A  sure-fire  philosophy  on  human  relations  would 
solve  a  multitude  of  problems,  but  some  of  us  would 
need  to  review  the  formula  daily.  However,  I  have 
reached  a  helpful  solution  to  a  great  many  problems 
with  the  simple  phrase,  no  importa,  an  expression 
that  my  Spanish  teacher  often  used. 


I  have  difficulty  taking  criticism  and  I  never  pos¬ 
sessed  a  droll  sense  of  humor,  but  I  am  working  on 
an  acguired  one  which  the  above  phrase  has  served 
so  well.  Of  course,  no  importa  pertains  to  me;  for 
others,  the  phrase  must  be  es  importante.  For  instance, 
when  the  boss  asks  me  to  retype  a  beautiful  letter 
because  of  some  jot  or  tittle,  it  is  important  to  him, 
and  it  is  his  letter;  I'm  only  his  amanuensis.  When  a 
coworker  insists  upon  some  unusual  privilege  that 
may  inconvenience  me,  it  is  important  to  him.  To  me, 
it  doesn't  matter — no  importa — but  harmonious  co¬ 
existence  does  matter. 


There  are  few  matters  so  important  that  changes 
cannot  be  made  to  satisfy  even  the  most  eccentric 
individual,  and  how  gratifying  it  is  to  please  our 
fellow  men.  At  times,  it  is  necessary  to  be  diplo¬ 
matically  firm,  but  even  then  we  can  "agree  guickly 
with  our  adversary"  and  present  the  facts.  Usually, 
a  well-presented  solution  to  a  problem  will  bring  the 
desired  results. 


Yes,  it  is  important — es  importante — to  others;  it 
doesn't  matter — no  importa — to  me. 


Reach  Out  With  Kindness 

To  foster  better  human  relations,  I  have  formulated 
the  following  guide: 

Help  others  whenever  possible. 

Use  common  sense. 

Make  others  feel  wanted. 

Always  be  considerate. 

Never  classify  yourself  above  your  fellow  men. 

Reach  out  with  a  kind  word  and  deed. 

Eguality  makes  everyone  feel  important. 

Leave  meddling  to  others. 

Actions  speak  louder  than  words. 

Today's  actions  count — tomorrow  is  too  late. 

I  should  never  be  first. 

Open-mindedness  is  an  asset  to  strive  for. 

Never  berate  others. 

Speak  to  everyone — and  not  about  everyone. 

— Lois  Ann  Ziegler 

Dow  Corning  Corporation 
Midland,  Mich. 

The  Woman  Boss — Hit  or  Myth? 

So  much  has  been  written  about  women  preferring 
to  work  for  men  rather  than  women  and  so  much 
weight  has  been  attached  to  this,  that  it  bars  some 
women  from  reaching  supervisory  posts.  A  hoary 
myth  persists:  "Women  are  too  emotional  to  be 
bosses."  Like  most  generalizations,  condemning  all 
women  bosses  for  the  faults  of  a  few  is  unfair. 

Since  the  myth  may  lead  unsophisticated  people  to 
believe  that  all  women  bosses  ride  to  work  on  broom¬ 
sticks,  we  want  to  give  women  "egual  time."  Many 
women  bosses  are  too  modest — and  too  busy — to  take 
up  the  cudgels  in  their  own  behalf,  so  the  third 
Bulletin  contest  will  do  this  for  them.  The  topic  is: 
"What  are  the  advantages  of  working  for  a  woman?" 

If  you've  worked  for  a  woman  boss,  or  have  closely 
observed  one  in  action,  why  not  write  your  opinion? 
Please  state  your  views  in  250  words  or  less,  type¬ 
written,  if  possible  (double  spaced).  Include  your 
name,  job  title,  company  name  and  address,  and  mail 
your  entry  to  the  editor  at  the  address  on  the  back 
page,  by  June  15,  1960. 


— Ila  Burgard 

The  Ohio  Oil  Company 
Findlay,  Ohio 


The  winner  will  be  given  a  copy  of  Dartnell's 
Correspondence  Manual  and  Transcribers'  Hand¬ 
book,  with  her  name  imprinted  on  it  in  gold. 


Readers  Talk  Back 


Molehills  in  Reverse 

In  the  discussion  of  how  to  tackle  a  mountain  of  work  in  the  March  15  issue,  the  suggestion 
was  made  to  "tackle  big  jobs  first — you'll  accomphsh  more."  I  have  found  the  opposite  to  be 
true.  Naturally,  priority  matters  come  first.  However,  with  the  balance  of  a  pile  of  work,  I  handle 
all  the  fast  (and  cumbersome  but  quick)  items  first  so  that  I  may  reduce  the  pile  by  three-fourths 
in  perhaps  a  half-hour,  as  an  example. 

Then  I  know  exactly  what  is  left  and  don't  have  that  "snowed  under"  feeling.  Many  items  are 
en  route  to  other  departments  and  not  delayed  awaiting  completion  of  one  project.  Also,  when 
I  tackle  the  big  job,  I  don't  have  a  lot  of  other  items  on  my  mind  and  am  not  distracted  by  a  pile 
of  papers. — Frances  M.  Niessen,  Philadelphia,  Pa. 

Your  system  sounds  logical,  and  the  important  thing,  of  course,  is  to  find  your  own  best  method 
of  working. 

The  woman  who  suggested  "tackle  big  jobs  first"  gave  this  reason  for  having  adopted  that 
method;  "I  used  to  get  rid  of  little  jobs  first,  but  often  an  unexpected  or  rush  job  would  come 
up  before  I  could  do  the  big  project.  I  can  stay  on  top  of  my  job  better  if  I  get  started  on  a  big 
task.  Then,  if  I'm  interrupted,  it's  a  relief  to  know  that  the  first  job  is  partially  done.  Getting 
started  is  half  the  battle  for  me;  I  find  it  easier  to  go  back  and  finish  something  than  to  have  the 
whole  job  hanging  over  my  head.  The  little  jobs  can  always  be  done  in  odd  moments." 


The  Question  Box 


Two  Titles;  Two  Couples 

I  have  heard  that  you  cannot  give  a  man  two  titles;  i.e.,  "Mr."  and  "President."  Is  this  true? 
Also,  when  addressing  a  letter  to  two  couples,  what  is  the  correct  salutation? — M.  O. 

It  is  all  right  to  give  a  man  two  titles,  when  one  is  "Mr."  and  the  other  refers  to  his  position. 
You  do  not,  of  course,  give  two  titles  that  mean  the  same  thing,  such  as  "Dr.  John  Jones,  M.D." 
or  "Mr.  Herman  Green,  Esq." 


In  addressing  a  letter  to  two  couples,  you  may  use  a  salutation  like  "Dear  Friends,"  "Dear 
Customers,"  or  "Dear  Clients,"  as  the  case  may  be. 


Sincerely, 


Marilyn  French,  Editor 


If  you  have  a  question,  we'll  be  glad  to  try  to  find  the  answer. 


THE  DARTNELL  CORPORATION 


^’enue  Chicago  40, 


U.S..A. 


